Consolidated Technology Services » WA

SETTING UP AURA VOICE MAIL TO EMAIL (Outlook 2013)

As of Oct. 2016



Step 1.
Start Outlook.

Click the File menu.
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Click Account and Social Network Settings.

Inbox - eugene.buckmeier@watech.w

C)

Account Information

Open & Export
c/'] Eugene Buckmeier
[

Save As ) Microsoft Exchange

4 Add Account

Save Attachments

Account and Social Network Settings

Change settings for this account or set up more
connections.

Print

(=

Account

Enterprise Vault Settings - Access this account on the web.

https://mabile.wa.gov/owa/

Connect to social netwaorks.

Office Account
Tpifens Automatic Replies (Out of Office)
Exit < Use automnatic replies to notify others that you are out of office, on vacation, or
! Automatic not available to respond to e-mail messages.
Replies

Mailbox Cleanup

=T

— Manage the size of your mailbox by emptying Deleted Items and archiving.
Cleanup

Tools - |

988 ME free of 1 GB
a Rules and Alerts
=1 Use Rules and Alerts to help organize your incoming e-mail messages, and receive
Manage Rules updates when items are added, changed, or remaoved.

& Alerts

D Slow and Disabled COM Add-ins

Manage COM add-ins that are affecting your Outlook experience.

Manage COM
Add-Ins




Click Account settings again.

Inbox - eugene buckmeier@watech.wa.gov - Outlook

®

Account Information

Open & Export
/3 Fugene Buckmeier
Sove e L/Q  Microsoft Exchange
+ Add Account
Save Attachments
FE‘ Account and Social Network Settings
(s a. Change seitings for this account of set up more
Account connections.
Enterprise Vaut iriges Access this account on the web.
® | Account Settings... P
84} Add and remove accounts or prics
Giitez izt change existing connection settings.
Ontions & Social Network Accaunts )
b ‘@ Configure Office to connect to (Out of Office)
secial networks. ify others that you are out of office, on vacation, or

Exit

@@ Delegate Access -mail messages.

&8 Give others permission to receive
items and respond on your behalf.
= Download Address Book...

Y Download s copy of the Global Ibox by emptying Deleted Items and archiving
Address Book

[‘k ‘Manage Mobile Notifications
Set up SMS and Mobile
Notifications.
IWUIES @I MIST 6

=1 Use Rules and Alerts to help organize your incoming e-mail messages, and receive
Manage Rules | updates when items are added, changed, or removed.
& Alerts

Slow and Disabled COM Add-ins
Manage COM add-ins that are affecting your Outlook experience.

Manage COM
Add-Ins

Step 2
On the Account Settings window:

Click New.

Account Settings - ﬁ

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail |Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books

< g Mew..
MName Type
& renate.sherrer@cts.wa.gov Microsoft Exchange (send from this account by defa..
Aura Voice Mail IMAP/SMTF
GailKkreigervm IMAP/SMTP




Step 3:

On the Add New Account window:

The E-Mail Account should be checked.
Click Next.

1 Add Account 2

l Choose Service

() Other

Connect to a server type shown below,

Fax Mail Transport

c

Step 4:
On the Add New Account/Auto Account Setup window:
Populate the following:

Your Name: 10 digit telephone number
Email Address: 10digit telephone#@mss1-nrb.dis.wa.gov
Password: Your PIN/Password for your Aura Voice Mail box

Retype Passwd: Your PIN/Password for your Aura Voice Mail box
Click Next

i i o— -
Add Account - I@

Auto Account Setup
Outlook can automatically configure many email accounts.

@ E-mail Account

Your Name: 3604078742
i Example: Ellen Adams

E-mail Address: 3604075742@mss1-nrb.dis.wa.gov
Example: ellen@contoso.com

Password: ~ |FEEeRE

Retype Password: |*****¥ \

Type the password your Internet service provider has given you,

(7) Manual setup or additional server types

I <Back | mex> | [ cance
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Problem Connecting to Server

Configuring

Configuring e-mail server settings. This might take several minutes:
+~"  Establish network connection
Search for 3604078750@mss1-nrb.dis.wa.gov server settings
Log on o server

@Bk Anenaypted connection to your mail server is not available,
| /.-' Click Mext to attempt using an unencrypted connection.

[ <Back || Nextx |[ Cancel

Outlook will try IMAPS firstand it will fail. Click Next for it to try IMAP.

Step 5:
On the Add New Account tab:

System will take up to several minutes to configure.

Add New Account . ﬁ

Online search for your server settings...

Configuring

Configuring e-mail server settings. This might take several minutes:
«  Establish network connection
=p Search for 3604078742@mss1-nrb.dis.wa.gov server settings

Log on to server

When the system is done configuring:
Click Finish



Add New Account > P o &J

Congratulations?

Configuring

Configuring e-mail server settings. This might take several minutes:
«  Establish network connection
<« Search for 3604078742@mss1-nrb.dis.wa.gov server settings

<« Log on to server and send a test e-mail message

Your IMAP e-mail account is successfully configured.

["] Manually configure server settings Add another account...

< Back | Finish | ’ Cancel ]

Step 6:
On the Account Settings/E-mail Accounts window:

Highlight your new IMAP folder (10 digit Telephone#@mss1-rb.dis.wa.gov)
Click Change

Account Settings - &J

E-mail Accounts

You can add or remove an account. You can select an account and change its settings.

E-mail | Data F\Iesl RSS Feedsl SharePoint Llstsl Internet Ca\eﬂdarsl Published Calendars | Address Books

i Mewr... 3% Repair... !5 Change... @ SetasDefault X Remove i

Name

Type
@ renate.sherrer@cts.wa.gov Microsoft Exchange (send from this account by defa...
Aura Voice Mail IMAR/SMTP
GailkreigervM IMAP/SMTP

Selected account delivers new messages to the following location:

3609020632@mss1-nrb.dis.wa.gov\Inbox
in data file C:\Users\...\Outlook\3609020632@mss1-nrb.dis.wa.gov(3).pst

Step 7:

On the Change Account window:
Uncheck Test Account Settings.
Click More Settings.



Change Account - | = |

i POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings
Your Mame: 3604078742 ‘We recommend that you test your account to ensure that
) the entries are correct.
Email Address: 3604078742@mss1-nrb.dis.v
Server Information
Test Account Settings ..
Account Type: AP
Incoming mail server: 147551446 Autgmatlc lly test account settings when Mext

is clickeg
Qutgoing mail server (SMTF): | 147,55.144.6

Logon Information
User Name: 3604078742

Mail to keep offline: All
Password: waEm i

Remember password

|:| Require logon using Secure Password Authentication

=Y Maore Settings ...

Step 8:
On the Internet E-mail Settings/General tab:

Change the Mail Account, 10digit#@mss1-nrb.dis.wa.gov to Aura Voice Mail
Click the Advanced tab.

]

Internet E-mail Settings S

General | Qutgoing Server | Ad\rancedl

Mail Account

Type the name by which you want to refer to this account, For
example: “Work" or "Microsoft Mail Server”

Aura Voice Mail

Other User Information

Organization:

Reply E-mail:

Step 9:
On the Internet E-mail Settings/Advanced tab:



Click Do not save copies of sent items

Click Mark items for deletion but do not move them automatically.
Click Purge items when switching folder whileonline.

Click OK

==

Internet E-mail Setti
ntern mai ings

| General I Qutgoing Ser\rer| Advanced |

Server Port Numbers

Incoming server [IMAF): E Use Defaults

Use the following type of encrypted connection: | Mone

Cutgoing server (SMTP): 25
Use the following type of encrypted connection: | Mone

Server Timeouts
Short J Long 1 minute II
Folders

Root folder path:

Do not spve copies of sent items

Mark iterps for deletion but do not move them automatically
arked for deletion will be permanently deleted when

¥ 5 in the mailbox are purged.
Purge iterys when switching folders while online

[ ok

] [ Cancel

Step 10:
On the Change Account/Internet E-mail Settings tab:

Uncheck Test Account Settings (if checked).
Click Next.

Change Account s

Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

User Information Test Account Settings

Your Name: 3604078742

E-mail Address: 3604078742@mss1-nrb.dis.w

Server Information

Account Type: IMAP 7
Incoming mail server: 147.55.144.6

Outgoing mail server (SMTF): |147.55.144.6

Legon Information

User Name: 3604078742

Password: s

|| Remember password

|| Require logon using Secure Password Authentication (SPA)

After filling out the information on this screen, we
recommend you test your account by clicking the button
below. (Requires network connection)

Test Account Settings ...

|| Test Accouht Settings by clicking the Next button

More Settings ...

< Back

Step 11:
On the Change Accoun

Click Finish.

t tab:



Change Account s g

-

Congratulations!
You have successfully entered all the information required to setup your account.

To close the wizard, click Finish.

Step 13:
Leave yourself a voice mail message.

Verify the message is delivered into your new “Aura Voice Mail” folder.
Set up complete.



